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PREFACE 


Opportunities in the Syracuse community for young people 
with a background of business training are exceptional. This 
city is one of the most rapidly growing business and economic 
centers in the country and consequently the need for beginning 
business workers is great. An increased demand for well 
trained beginning office and sales employees has resulted 
because of widely diversified industries, its position as 
the distribution hub of Hew York State, its growing importance 
as an insurance and banking center, and its eminent position 
as the shopping center of Northern Hew York, 

This Business Education I'lanual is intended to inform 
teachers, counselors, and administrators not only of the 
possible programs of study in this area but also of the 
course content of each business subject and its possible 
contribution to the total education of the student. 

A word of caution - the future for students following a 
business program is not limited to those job opportunities 
available as beginning business employees upon graduation. 

The road ahead to higher level jobs is wide open as additional 
business training and experience are acquired. Bear in mind 
that a background of business subjects is no bar to college 
entrance in most colleges and universities and is in fact 
preferred for such professional areas of study as accountancy, 
marketing, traffic management, sales management, office 
management, business teaching, etc,. 


Edwin E. Weeks 
Head of Department 




WHICH PROGRAM OP STUDY? 


STUDENT PLANS OH GRADUATION 

I„ TO GO TO WORK - - Pour programs of preparation are offered 
for this group. They are vocational sequences in; 

BOOKKEEPING - GENERAL CLERICAL - RETAILING - STENOGRAPHY. 

These vocational sequences are designed to prepare the 
student for employment in business immediately upon 
graduation, A graduate of this program is not only 
qualified for beginning business jobs, they are also in 
a position to be eligible for promotional opportunities 
because of their background in business skills and under- 
standings that they possess, 

II. UNDECIDED - EITHER GOING TO WORK OR ON TO FURTHER EDUCATION 
Three unit major sequences in the four areas listed above 
are offered for this group. Herein students may develop 
saleable skills which help them to obtain a full-time 

job upon graduation or for part-time work enabling 
financial assistance during further education. 

III. TO GO ON TO FURTHER EDUCATION - For this group of stu¬ 
dents personal typing is offered which will prove of 
direct benefit in their college careers and in life in 
general. In addition most business courses are available 
to this group on an elective basis which will contribute 
to their general education in many ways, Among these 
offerings are; Introduction to Business, Bookkeeping, 
Business Law and Salesmanship, 




I?» MILITARY SERVICE - For this groupj business courses 
taken under any of the three plans mentioned abovej 
are of a definite advantage both for better assignments 
and quicker promotion. Many young men hare found that 
typing and general clerical abilities have opened 
opportunities for excellent assignments upon going 
into military service. 




general CLERICAL 


RETAILING 


BOOKKEEPING 


STENOGRAPHIC 


CAREERS IN BUSINESS 
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TYPES OF BEGINNING JOBS 
Typist 

Receptionist 

Cashier 

Telephone Operator 
Machine Operator 
Filing Clerk 
Billing Clerk 
Payroll Clerk 


Sales Clerk 
Stock Clerk 
Cashier 
Credit Clerk 
Inventory Clerk 
Shipping Clerk 
Receiving Clerk 


Order Clerk 

Cost Clerk 

Ledger Clerk 

Posting Clerk 

Accts, Receivable Clerk 

Accts, Payable Clerk 


Typist 

Stenographic 
Receptionist 
Transcribing Machine 


Operat 


Assistant in Professional 
, Office 


TOP JOBS IN FIELD 

Records Supervisor 
Order Supervisor 
Bank Teller 
Payroll Supervisor 
Department Head 


Buyer 

Sales Manager 
Personnel Director 
Merchandise Manager 
Display Head 
Advertising Director 
Supervisor 


Office Manager 
Credit Manager 
Treasurer 
Comptroller 
Head Bookkeeper 
Supervisor 


Private Secretary 
Court Reporter 
Convention Reporter 
Administrative 
Assistant 
Supervisor - 
Stenographic Dept, 




BUSINESS EDUCATION 


VOCATIONAL SEQUENCE OFFERINGS 
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IN THE SYRACUSE PUBLIC SCHOOLS 


STENOGRAPHIC «HHHKKHHrWHHH»CENTRAL 

EASTWOOD 

NORTH 

NOTTINGHAM 

VALLEY 

VOCATIONAL 

GENERAL CLERI CAI^hmss^hhhhhhKJEKTRAL 

NORTH 

VOCATIONAL 

NOTTINGHAM 

BOOKKEEPIM&-«”>"':khhhk;--;:-,. ,-->.H:-::-i;--;:-VOCATIONAL 

EASTWOOD 


PETAILIlI&*v-vv:-<KK;-iHH:-^;:--;;--:;--:;--:,-;:-::--;:^-GEL r TRAL 


NORTH (Three-Unit sequence only - 
One Year Retailing) 

EASTWOOD (Three-Unit sequence only- 
One Year Retailing 




STENOGRAPHY 


Employment prospects in the Syracuse area are excellent 
for the well trained stenographer, Success in this field 
requires the ability to take dictation rapidly and accurately 
and to transcribe such material on the typewriter with a 
high degree of skill. 

Among the fundamental abilities necessary for persons 
who are contemplating this field of study are; a knowledge 
of correct grammatical construction, broad vocabulary skills, 
excellent spelling ability, good manual dexterity, good 
penmanship, and above average social and personal traits 
of character® 

Generally speaking a stenographic graduate will begin 
work either as a stenographer or as a general clerical worker 
when advancement might depend upon shorthand ability, By 
acquiring job experience and maturity, the competent 
stenographic graduate is in line for promotion to a 
secretarial position. 




GENERAL CLERICAL 


The largest field of opportunity for high school 
trained office workers is in the general clerical field. 

The range of job opportunities is so great that only a few 
of the work areas may be mentioned* Among these are; office 
clerks, (payroll, file, stock, analysis, etc*), typists, 
receptionists, switchboard operators, and office machine 
operators. 

The opportunities for promotion from the general 
clerical field come rapidly and frequently for the alert 5 
well trained worker who desires to advance himself* The 
important areas of competency for the clerical worker are 
skill in typing accurately and rapidly, an understanding of 
the ability to operate basic business machines, and an 
understanding of filing. 




BOOKKEEPING 


Thfi increase in the number of business records has 
created a great demand for well-trained students in book¬ 
keeping* The job calls for persons who like working with 
figures and have an analytical and logical mind. The range 
of jobs in the bookkeeping field is from that of the clerk* 
who might make simple entries, to the bookkeeper responsible 
for a full set of records* With further study and experience 
a person might advance to the more challenging and higher 
paid field of accountancy* 

In the present business world, much of the record 
keeping is still done by hand, although the trend of 
record keeping is towards the use of machines* The book¬ 
keeping machine operator needs in addition to a mastery 
of the debit and credit principles, a complete understanding 
of the theory of double-entry bookkeeping* This person 
also needs to possess some degree of manual dexterity and 
a liking for machines* 




RETAILING 


A genuine interest in people, a pleasing personality, 
at least average intellectual ability* and a lilting for 
working In a swift tempo *■» these are among the qualifications 
for success in the field of retailing, 

There are opportunities for persons trained in 
retailing in all sizes and types of stores from the large 
department store operation to the corner grocery store, 
Careers can be built in large merchandise centers and in 
small stores| or as your own boss the field is unlimited, 

In fact, no other field of endeavor offers as many varied 
job opportunities and chances for success as are available 
in the business of distributing the goods and services of 
the nation. 

The City of Syracuse, being the distribution hub of 
New York State for a wide variety of products, is in an 
especially favorable position for people interested in 
this job area. Our city is the shopping center of upstate 
New York and at present the number of retail outlets in 
Metropolitan Syracuse exceeds 3800, 




BUSINESS EDUCATION AND THE ACADEMIC PROGRAM 


Considered of great Importance to the Business Educa¬ 
tion Department is the responsibility of meeting the needs 
of those students following an academic program. There 
are three main reasons for this; 

1, In our complex social, and economic society, 
individuals are called upon to possess many 
business skills in their personal, social and 
professional lives, 

2, It is necessary to have training in some 
business skills while acquiring further educa¬ 
tion either as a part of that education or 

as part-time work to finance such education 

3® Not all students originally planning to acquire 
further education are able to do so because of 
financial or other reasons 6 

Therefore, the Business Education Department has arranged 
in most of the city high schools to offer a course called 
Personal Typewriting designed especially for those in the 
academic program. These students are also welcome to 
elect courses such as bookkeeping, salesmanship, and 
business law, in which skills of definite personal as well 
as vocational value may be acquired. 





AWARDS PROGRAM II BUSIES EDUCATION 
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At the present time there are three awards offered in 
Business Education by the department office, They are; 

1) AN AWARD OP A MINIATURE SHORTHAND DICTIONARY AND 
CONGRATULATORY LETTER TO THE OUTSTANDING STENOGRAPHIC 
STUDENT IN EACH OP OUR CITY HIGH SCHOOLS. 

2) A CERTIFICATE OP PROFICIENCY IN TYPEWRITING I 
AWARDED TO ANY STUDENT WHO TYPES Ij5 GROSS WORDS 
PER MINUTE WITH NOT MORE TIM 3 ERRORS ON A 
FIVE-MINUTE WRITING AT LEAST THREE TIMES. 

3) A CERTIFICATE OP PROFICIENCY III ADVANCED TYPE¬ 
WRITING AWARDED TO ANY STUDENT WHO TYPES 55 
GROSS WORDS PER MINUTE WITH NOT MORE THAN 3 
ERRORS ON A 5 MINUTE WRITING AT LEAST THREE TIMES, 


This awards program will be expanded in the near future 


to include other areas of study in Business Education. 





EVALUATION 


An important aspect of any program of education is con¬ 
tinued evaluation as a measure of the degree to which the 
Instructional process is achieving the goals and objectives 
established. This process is especially important in business 
education since one of its primary functions Is to develop 
trained and competent beginning business employees. In the 
Syracuse Public schools all students studying business education 
subjects will; 

(1) Take New York State Regents examinations in the 

following subjects: 

BOOKKEEPING II 
El'S I NESS ARITHMETIC 
BUSINESS LAW 

SHORTHAND II & TRANSCRIPTION 
TYPEWRITING I 


(2) Take city-wide departmental examinations in the 
following subjects: 

INTRODUCTION TO BUSINESS SECRETARIAL PRACTICE 

BOOKKEEPING I RETAILING I 

OFFICE FRACTICE I RETAILING II 

OFFICE PRACTICE II 

(3) Take local school examinations in the following 
subjects: 


SHORTHAND I 
INSURANCE 

PERSONAL TYPEWRITING 


It is well recognized that examinations alone are not a 
true measure either of student progress or of teacher effective¬ 
ness; therefore these examinations will not be the sole 



criteria upon which a student sliall pass or fail a particular 
course, Such other important aspects as classroom coopera¬ 
tion, assignments promptly and correctly prepared, exercise 
of initiative and independent judgment, and other objective 
and subjective criteria fill be recognized as contributing 
factors to the overall grade in a particular course, 




SCHOLARSHIPS AND GRANTS-IN-AID 


AVAILABLE TO BUSINESS EDUCATION STUDENTS 


The list of grant-in-aid and scholarships which follow 
are only a few of those available to students interested in 
pursuing the study of Business Education beyond the high 
school. The counselors in each school have a complete listing 
and also endeavor to keep up with changes and additions to 
opportunities in this line. Business teachers should advise 
students interested in scholarship aid to contact the counselor 
for specific suggestions and procedure to follow in making 
application. Our appreciation is extended to the local chapter 
of the American Association of University Women for their 
study of scholarship aid and to Dr. Itaffer, the director of 
Guidance for information on this area of interest to business 


students. 

SCHOLARSHIP 


COMPTOMETER 


CRITERIA 

INTEREST-APTITUDE 
(Selection by Bus. 
Ed. staff in each 
high school) 


CENTRAL CITY BUSINESS INSTITUTE SCHOLASTIC ABILITY 

INTEREST IN BUSINESS 


AMOUNT 

5-1/2 tuition 

$75 

1-Full tuition 

*pi 50 

$100 


CENTRAL CITY BUSINESS INSTITUTE SCHOLASTIC ABILITY Full tuition 
(Susan B. Henley Memorial) INTEREST IN BUSINESS 

CORNELL UNIVERSITY POTENTIAL LEADERSHIP Varies 

(Hotel Administration) in Hotel Administration 

CORNELL UNIVERSITY SCHOLASTIC ABILITY Up to full 

(Industrial & Labor Relations) FINANCIAL NEED tuition 




NEW YORK UNIVERSITY 
(School of Commerce, Accounts 

and Finance) 
Chamber of Commerce 

SCHOLARSHIP POTENTIAL 
FINANCIAL NEED 

INTEREST IN BUSINESS 

4yrs, full 
tuition 

RIDER COLLEGE 
(Secretarial Science) 

(Business Administration) 

COMPETITIVE 

Half tuition 

SYRACUSE UNIVERSITY 
(Business Administration 

SCHOLASTIC ABILITY 
NEED 

Varies 

SYRACUSE UNIVERSITY 
(Transportation) 

Inland Express 

SCHOLASTIC ABILITY 

^1000 per yr, 
(renewable) 

CORNELL UNIVERSITY 
(Industrial & Labor Relations) 


Free tuition 

STATE TEACHERS COLLEGE at 
Albany 

(Business Education) 

INTEREST IN TEACHING 
Business subjects 

Free tuition 


Free tuition is available to New York State Technical 


Institutes for study in the following areas, related to Business: 


ACCOUNTING 

ADVERTISING 

BUSINESS ADMINISTRATION 
HOTEL TECHNOLOGY 
INDUSTRIAL SALES 
MEDICAL-SECRETARIAL 


RETAIL BUSINESS MANAGEMENT 
RETAIL DISTRIBUTION 
RURAL BUSINESS 
SECRETARIAL 
STENOGRAPHIC 


These schools are located in one of the following communities: 
ALFREDj BINGHAMTON, BUFFALO, CANTON, C0BLLE3KILL, DELHI, 
FARMINGDALE, MORRIS'VILLE, HEitf YORKCITY, UTICA OR NHITE 


PLAINS, 





For further information regarding 
this student please oall; 

Counselo r 

_Princa pal__ 

D ept,Hea d 

V ___ 



BACK 




CERTIFICATE Q? COriFLETIOIT 


THREE UTTIT SEQUENCE 


Each student completing a three-unit sequence of 
study in Business Education will be awarded a card of 
the type shown below* This card will inform potential 
employers that this student has taken a planned sequence 
of three subjects in business* Generally speaking, students 
receiving these cards will possess some saleable business 
skill® 


r 


BUSINESS EDUCATION DEPARTMENT 
SYRACUSE PUBLIC SCHOOLS 




This certifies that 

has completed a Business Education Three 
Unit Sequence at_ 

High School consisting of the subjects 
shown on the back of this card. 


V " 

Superintendent Head of Department 

-J 

FRONT 


Subjects Completed: 

1 . 

A 


2. - - 

For further information regarding - ""^!s 
student please callt 

Counselor 



Principal 



Dept,Head 


L 


ZJ 


BACK 



STUDENTS RECORD CARD 


r bc student record card showr on the next two pages will 
b<r main.Mined by ube Business Edu at ion at.. ! of each school, 
IT is card w:.l be available for tie irio'eruLion cf guidance 
cc. isors •>* the nidivdual schools, Upor graduation from 
EiCi',.ool p coj -\ of this indent record wf 11 be forwarded to the 
department oitice at th,-. Joard of SttuesbLonc During the 11th 
and 12th years, students following either a vocational or 3" 


unit business sequence will be rated by their business teachers 
on the personal traits and character!. 0 tics listed. 


Con'.os of this student record may be given to potential 
employers; ipn ]■--est but on such copies grades achieved 
in the variu subwet? will not be gi * i« Instead of grades 
an Indication of s.uisfictory or . .bst-nding achievement in 
the eour:o should be indicated, In this regard a final grade 
of 35/° or me < wand be considered, uut sanding based on our 


present grading scale, 
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JOB PLACEMENT 


Moat calls for job opportunities in offices and stores 
are received by the counselors and administrators of our 
various high schools. Since these contacts are of para¬ 
mount importance in the creation and maintenance of good 
public relations, they should be encouraged and handled 
with care and dispatch# 

The advisor or counselor is in a superior position 
by virtue of overall contact and professional training to 
comment on general school citizenship and general characteris 
of students, and his opinion is of considerable value# 

The business education staff, on the other hand, is in a 
superior position to know the job skills and special abilitie 
that students possess for a particular office or store 
position# The teacher representatives of the business 
department in each school should therefore be contacted 
whenever any student is recommended for an office or store 
job opportunity. 

The Business Education Department of each school will, 
in the future, keep records of office skills, business 
subjects taken, personal traits of character evidenced in 
business classes and abilities on various business machines 
of students enrolled in the department# This record will 
be available for reference to the counselor at any time# 

Upon graduation a copy of the student's record will be 
forwarded to the department office at the Board of Education 
for permanent file. 

If Business Education staff members should receive 
direct calls regarding placement, the calls should be 




rtferrsil to the counselor with the names of those students 





COURSE DESCRIPTiQtTS 


BOOKKEEPING I - (One year-1 credit) A course designed for; 

1) Students preparing for beginning clerical positions 
in offices and stores. 

2) Students who contemplate the study of the professional 
field of accountancy, as an exploratory course. 

3) Students desiring a knowledge of bookkeeping for its 
personal, social and general background value. 

In coping with problems in the home, community, and in 
social life bookkeeping can be of great benefit for any stu¬ 
dent as an elective. This course is virtually a necessity 
for any business student regardless of the area of special¬ 
ization® Starting with the fundamentals of record keeping, 
the student is introduced to the double-entry concept of 
debit and credit entries. Among the types of records he 
will learn to handle are; journals, ledgers, accounts payable, 
accounts receivable, and all bookkeeping functions, through 
the trial balance. In addition, the student in this course 
will acquire a fundamental knowledge of financial state¬ 
ments such as profit and loss statements and balance sheets. 
Students enrolling for this course should have completed 
or be taking some high school mathematics course l.e», 
business arithmetic, general mathematics, or algebra. 

BOOKKEEPING II *• (One year-lcredit) A course intended for; 

1) Students preparing for bookkeeping postions in 
offices and stores* 

2) Students who wish to acquire further preparation 
for the study of accountancy beyond high sohool. 




and fractions, other topics are given consideration. Among 
these are; discounts, mark-up, mark-down, interest, notes, 
bonds, stocks, social security and taxes* 

BUSINESS LA W - (One year-lcredit) 

A course which covers those aspects of the law which 
effect people in their everyday business transactions with 
one another 0 This course is not concerned with a professional 

I 

knowledge of the law, but In conveying to the student under¬ 
standings which will assist him in safeguarding his rights 
and realizing his responsibilities under the law. An en¬ 
deavor is made to develop a respect for law and order and 
an appreciation on the part of the student of the part which 
law plays in our society. It is hoped that as an outcome 
of this course that students will recognize when the pro¬ 
fessional services of a lawyer are required to properly pro¬ 
tect their rights in our society. Among the topics considered 
in this course are: the nature and development of law] a 
study of contracts covering their creation, essential elements, 
operation and discharge] the laws of negotiable instruments 
as regards elements, acceptance, protest, rights and defenses] 
a consideration of the law of sales as concerns passing of 
title, warranties, remedies and conditional salesj--other 
topics given consideration include bailments, insurance, 
agency, partnership, corporations, real property and wills 
and inheritance. This course is an excellent one for all 
students and should be taken, if possible, by anyone con¬ 
templating a career in the business world. 




INTRO DUCTION TO BUSINESS - (One year-lcredit) 

A fundamental knowledge of business procedure is of 
importance to EVERY person for its general educational value 
in our modern business economy* Covered in this course are 
the skills and understandings required of the citizen through 
units of study on topics such as banking* mail services* 
communications* transportation* insurance* credit* and planning 
for and getting a jobs The basic skills of filing* record 
keening* and budgeting are also included* Some simple and 
basic arithmetic functions are integrated throughout the 
various phases of work. This course is a MOST for the 
student considering a career in business* 

OFFICE PRACTICE 1 - (One year - 1 credit) 

More than half of the office positions available to 
students seeking initial employment upon graduation from 
school are in the general clerical field. This course is 
designed to train students to perform those duties required 
of beginning office workers and to operate on a familiarization 
level the basic machines used in the modern office* Through 
actual business forms and practical situations the student 
is given the opportunity to Integrate the skills and knowledges 
he has acquired in previous business courses such as type¬ 
writing, business arithmetic* and bookkeeping. The basic 
rules of* and practice In filing materials alphabetically, 
numerically, and geographically are an important consideration 
in this course. Among the specific job areas considered are; 
purchasing* billing, payroll* mailing, filing and handling 
of cash. In addition the student is exposed to the value 




of personal and social traits of character essential in an 

office as well as a unit on office organization and routine. 

A prerequisite for the student taking this course is the 

successful completion of Typewriting I, 

OFFICE PRACTICE IX - (One year - 1 credit) 

A more intensive course in office practices* procedures 

and machines. A student of this course in addition to developing 

! 

a thorough understanding of office activities, flow of work 
and functions also becomes vocationally proficient on a 
number of basic office machines. The student may select from 
among various machines available one or tvro for special study 
and develop a high degree of ability in its application and 
operation. Emphasis is given to the necessity of proper 
personal as well as social traits of character for success 
in office occupations. 

OFFICE AND STORE EXPERIENCE - (l/2 credit - one semester) 

A coordinated work-experience program with offices and 
stores In the Syracuse community. This course Is open to 
students enrolled as Business Education majors In advanced 
courses who desire to obtain pract .-al experience as a oart 
of -.heir high ^ohoo! program, A mlrimuii. of 1'"' hours of work 
exnerf on e "o 11 i eel end the submission •- reo.-rts c. required 
by the -Uj .‘artmt t t of! ice is necessary t- ruallfy v/' credit. 

No study-r* may receive such credit unles:; register id for 
credit with the department office at the Boar', of Education. 
PERS ONAL TY PEV.FITIN C - (One semester - 1/2 credit) 

Th^f course has been specificrwiiy designed for tho non- 
business major who desires to learn the skill of touch type- 




writings Here is a course that will provide the pupil with 
a skill of considerable value throughout his life irrespective 
of the career he chooses to follow. In college he will find 
his ability to typewrite not only a time and money saver, 
but also that papers prepared in this manner have a tendency 
to earn better grades. After learning the keyboard the student 
is shown the proper set up of a business letter, centering 
and tabulation of simple material. Other features of this 
course are practice in composing at the typewriter and the 
rules of manuscript typing with the actual preparation of 
such a manuscript. 

RETAILING- I - (One year - 1 credit) 

This is an introductory course in the distributive field. 
This initial course is concerned primarily with the funda¬ 
mentals of selling. Thoroughly investigated are the prin¬ 
ciples governing the selling function whether it be in a 
department store, a gasoline station,a corner grocery, or 
that all important task of selling oneself. Among the units 
of study considered in this course are; an overview of the 
selling field, consumer information, the qualifications of 
the salesman, analysis of a sales transaction, selling media, 
and how to sell oneself. Many practical sales demonstrations 
and discussions by are business men are integrated into this 
course of study as well as sales talks by the members of 
the class. This course is of value to ANY student as well 
as a required basic course for those contemplating a career 


in this field. 




RETAILING IX - (One year - 1 credit) 

The purpose of this course is to present to the student 
the principles and practices that all who plan on a career 
in retailing should understand. Among the topics considered 
are: an extensive investigation of retailing as a career^ 

the organisation and location of various types of stores, 
the buying and selling of merchandise including units on 
pricing, display and advertising, the records required in the 
operation of a retail business, government regulations as 
regards the retailer, and finally how to establish your own 
store or to obtain the job you want in a larger organization* 
This course is designed to be accompanied by part-time co¬ 
operative work experience on the part of the student* This 
gives the student not only practice in applying the principles 
learned in school but also serves as a means of helping him 
determine which job category in the wide field of retailing 
will best fit his particular desires and abilities. 

SECRETARIAL PRACTICE - (One year - 1 credit) 

A course designed to prepare students for office positions 
In the stenographic field* Emphasis in this course Is similar 
to that of Office Practice except that time is spent In 
Improving the ability of the students to take dictation and 
do transcription. Students enrolled in this course are 
encouraged to take part-time jobs so that they can acquire 
practical experience as a part of their program* 

SHORTHAND I - (One year - 1 credit) 

A first course In the acquisition of the skill of short¬ 
hand using the Gregg Shorthand Simplified system. This 




course begins with a logical presentation of the principles 
so that the course will not be just a set of arbitrary 
symbols for the student* The emphasis in this first year of 
study is on the ability of the student to write shorthand 
outlines properly and to be able to read them correctly. 

Some emphasis is given to the improvement of skills such 
as spelling* punctuation and vocabulary building. Accuracy 
and a smooth correct style of writing shorthand is sought 
in the first year rather than speed. This course is of 
questionable value to the individual* even for personal use* 
without the study of Shorthand XI, or further study beyond 
the high school. A minimum English average of 75?2 should 
be required of all students entering Shorthand X because of 
the nature of the requirements of this course. 

SHORTHAND II - (One year - 1 credit) 

This course has as its primary objective the development 
of competent skills In shorthand to qualify students for 
beginning stenographic positions. A review of the fundamental 
principles and skills sought in Shorthand I Is the first 
consideration of this course of study. Emphasis is given 
to the building of speed in taking dictation to meet the 
standards of the modern office and in the transcribing of 
shorthand notes into acceptable letters and other business 
papers. Skill and ability at these higher levels Is closely 
dependent upon the vocabulary range, the ability to handle 
correctly the rules of grammar, and the spelling ability 
of the student, therefore these skills and abilities are 
progressively developed throughout the course. 




TRANSCRIPTION - (One year-l /2 credit) 

The chief objective in this course is the development 
of a high degree of skill in transcribing shorthand notes 
at the typewriter accurately and speedily, Considerable 
review typing drill is provided in the initial phases 
of the course to improve operating technique on the part 
of the student. Throughout the course emphasis is given 
to correct letter forms, ability to judge the amount of 
space transcribed notes will require, spelling, punctuation 
and grammar. This course is usually scheduled for the same 
year in which shorthand two is studied by the student, 
TYPEWRITING I - (One year - 1 credit) 

A course designed to develop typing skill to a degree 
that enables one to accept a beginning job requiring this 
skill. Among the abilities developed in addition to typing 
straight copy are;composing letters, completing common 
business forms, doing simple tabulation and statistical 
typewriting. After learning the keyboard, the student 
advances into the higher speed areas, but only if he is 
able to do so with accuracy. This course is an essential 
one for any student anticipating going to work in the field 
of business. Those students desiring to learn the skill 
of typewriting for personal use only, should take personal 


typewriting. 




CENTRAL HIGH SCHOOL 
BUSINESS EDUCATION CURRICULUM 


j VOCATIONAL SEQUENCES 

pL^OGRAFHIG - ( A minimum average English grade of 7« 
Shorthand^I^° f a11 Sten ° er ' a I lhlc raa jors upon entering 


9th Grade 
Required 


Elective 
-:;-Int. to Bus, 


10th Grade 11th Grade 

Require d Required- 

Typewriting I Shorthand I 
Bus. Arithmetic Office Prac. I 


12th Grade 
Required 
Shorthand II 
Transcription 


Elective 
Bookkeeping I 


Elective 
Bookkeeping I 
Business Law 


Elective 
Business Law 
Insurance 
Office Experience 


(B) GENERAL CLERICAL 


9t h Grade 
RequireS 


10th Grade 11th Gr ade 12th Grade 

Required Required Required- 

Bus. ’ Arithmetic - Typewriting I office Practioe I 
Bookkeeping I Business Law 


Elective Elective 

inht, to Business 


Elective Elective 

Retailing I Insurance 

Office Experience 


(0) RETAILING 


9th Grade 
Required " 


10th Grade 
Required 
Bus, Arithmetic 


11th Grade 
Required 
Retailing I 
Bookkeeping I 


12th Grade 
Required 
Retailing II 
Business Law 


Elective Elective Elective 

iiTnt, to Business typewriting I Typewriting I 


Elective 

Store Experience 


-::-N0TE; This course should be required of students who 

are enrolled as ninth graders in Central High School, 


II - THREE UNIT SEQUENCES 
(a) Int. to Business 
Business Arith. 
Business Law 
(B) Int, to Business 
Typewriting 
Business Law 
(G) Int, to Business 
Bus. Arithmetic 
Bookkeeping I 


(D) Int, to Business 
Typewriting I 
Off. Practice I 

(E) Bus. Arithmetic 
Typewriting 
Bookkeeping I 

(P) Bus. Arithmetic 
Bookkeeping I 
Business Law 


(G) Typewriting 
Bookkeeping I 
Office Practice I 

(H) Typewriting 
Bus. Arithmetic 
Office Practicel 

(I) Shorthand 2 yrs, 
Transcription 
Office practice I 


(Cont, on page 2) 





I. THREE MIT SEQUENCES (Continued from page I) 

(j) Retailing I (I) Retailing I (P) Shorthand 2 yrs, 

Bus, Arithmetic Bus, Arithmetic Transcription 

Bookkeeping I Store Experience Office Experienci 

(K) Retailing 1 (I) Retailing I (5) Typewriting I 

Bookkeeping I Eusiness Law Office Practice . 

Store Experience Store Experience Office Experienct 

(L) Retailing I (0) Bookkeeping I 

Retailing II Office Practice I 

Store Expprience Office Experience 


iffl! Students selecting sequence (I), (0), or (P) must 
complete as an Elective Typewriting I, 




EA3TO00D HIGH SCHOOL 
BUSINESS EDUCATION CURRICULUM 


X _ VOCATIONAL SEQUENCES 

STENOGRAPHIC 


(A minimum average English grade of 75$ should he required 
of all stenographic majors upon entering Shorthand I) 


9 th Grade 
Required: 

10th Grade 
Reauired: 

11th Grade 
Reauired: 

12th Grade 
Reauired: 


Bus. Arithmetic 
Typing 

Shorthand I 

Off. Pract. I 

Shorthand II 
Transcription 

Elective: 
ttlnt, to Business 

£l&fltlv£.: 

Elective: 
Bookkeping I 

Elective: 
Business Law 
Office Exp. 


GENERAL CLERICAL 


9th Grade 
Reauired: 

10th Grade 
Reauired: 

11th Grade 
Reauired: 

12th Grade 
Reauired: 


Bus. Arithmetic 
Typing 

Office Pract.I 
Bookkeeping I 

Office Pract.II 
Business Law 


Elective: 

# Int. to Business 

*N0TE: This course should he reauired of students who are 
enrolled as ninth graders at Eastwood High School. 


II - THREE-UNIT SEQUENCES 


RETAILING 

A. Retailing 
Business Arithmetic 
Bookkeeping I 

B. Retailing I 
Bookkeeping I 
Store Experience 

C. Retailing I 
Business Arithmetic 
Store Experience 


D. Retailing I 
Business Law 
Store Experience 

GENERAL CLERICAL 

E. Introduction to Business 
Typewriting I 

Office Practice I 

P. Typewriting 
Bookkeeping I 
Office Practice 



- 2 - 


GENBRAL CLERICAL (oont.) 

G. Typewriting 
Office Practice I 
Office Practice II 

H. Typewriting 
Business Arithmetic 
Office Practice I 

I. Typewriting I 
Office Practice I 
Office Experience 

J. Bookkeeping I* 

Office Practice I 
Office Experience 

STENOGRAPHIC 

K. Shorthand I * 

Shorthand II 
Transcription 
Office Practice I 

L. Shorthand I * 

Shorthand II 
Transcription 
Office Experience 

* Students selecting sequence (J), 
as an Elective Typewriting I, 


BOOKKEEPING 

M, Business Arithmetic 
Bookkeeping I 
Business Law 

N, Introduction to Business 
Business Arithmetic 
Bookkeeping i 

O, Business Arithmetic 
Typewriting 
Bookkeeping I 

NON-VOCATIONAL BUSINESS 

P, Introduction to Business 
Business Arithmetic 
Business Law 

Q, Introduction to Business 
Typewriting 

Business Law 


(K) or (L) must complete 




NOriTH HIGH SCHOOL 

BJsiNiiss Education curriculum 


I vocational sequences - 

~~ A ° ^IIC - (A minimum average English ff r. n d p - • 

SLSSESl,? 811 ««»* W«$. U £of I**™ 


9til Grade 
Required 


Elective 

Int. to Bus* 


lOthGrade 11th Grade 

Required Require d 

TyPing I Shorthand I 

Bus, Arithmetic Office pr. I 

Elective _ Electi ve 

Bookkeeping I Bookkeeping J 

Business Law 


B, GENERAL CLERICAL - 
9th Grade 10th Grade 

Require d Required 

Business Arith, 

Bookkeeping I 
(or 11th) 

Elective Elective 

Int. to Bus. 


lltfa Grade 
Requir ed ' 
Bookkeeping I 
(or 10th) 
Typing I 

Elective 


12th Gra de 

Required" ' 
Shorthand II 

Trans criptioj 

Elective 

Easiness Law 
Office Exp, 


12th Grade 
Requir ed 
OTTxcs Prac.I 

Business Law 

Elective 
Office Exp. 


II THREE UNIT SEQUENCES; 


(A) Retailing I 
Bus. Arithmetic 
Bookkeeping I 

(B) Retailing I 
Bookkeeping I 
Store Experience 

(C) Retailing I 
Bus. Arithmetic 
Store Experience 

(D) Retailing I 
Business Law 
Store Experience 

(E) Int, to Bus. 

Bus. Arithmetic 
Business Law 

(F) Int. to Bus, 
Typewriting I 
Business Law 


(G) Into to Bus. 

Bus. Arithmetic 
Bookkeeping I 

(H) Int, to Bus, 
Typewriting I 
Office practice 

(i) Bus. Arithmetic 
Typewriting I 
Bookkeeping I 

(J) Bus, Arithmetic 
Bookkeeping I 
Business Law 

(K) Typewriting I 
Bookkeeping I 
Office practice I 

(L) Typewriting I 
Bus, Arithmetic 
Office Practice I 


(M) Shorthand 2yr 
Transcription 
Office Prac.I 

(N) Bookkeeping p 
Office Prac.I 
Office Exp, 

(O) Shorthand 2 yrs 
Transcription 

Office Exp, 

(P) Typewriting I 
Office Prac. I 
Office Exp, 


NOTE: Students electing sequence (M), (N), or (0) must 
complete as an Elective; - Typewriting I 




NOTTINGHAM HIGH SCHOOL 
BUSINESS LOUCATION CURRICULUM 


I - VOCATIONAL sequences 

(A) STENOGRAPHIC " (A minimum average English grade of 7 % 
is required of all Stenographic majors upon entering 
Shorthand I), 

9t h Grade 10th Grade 11th Grade 12th Grade 

Requ ired R equired Required Required 

“Typewriting I “Shorthand I Shorthand II 
Bus, Arithmetic Office Prac. I Transcription 

Elective Elective Elective Elective 

Int. to" Business Bookkeeping I Bookkeeping I Business Law 

Office Experience 


(B) GENERAL CLERICAL 


9th Grade 
Required 


10th Grade 
Required 
Bus ."Arithmetic 


Elective Elective 

ttlnt, to Business 


11th Grade 
Required 
Bookkeeping I 
Typewriting I 
Elective 


12th Grade 
Required 

Ofrice"Practice I 
Business Law 
Elective 

Office Experience 


NOTE - This course should be required of students who 

are enrolled as ninth graders In Nottingham High. • 


II 


J 


THREE UNIT SEQUEI'CES 

(A) Int,’ to Bus. 

Bus, Arithmetic 
Business Law 

(B) Int. to Bus. 
Typewriting I 
Business Law 

(C) Int, to Bus. 

Bus, Arithmetic 
Bookkeeping 

(D) Int, to Bus, 
Typewriting I 
Office Prac, I 

(E) Bus. Arithmetic 
Typewriting I 
Bookkeeping I 


(p) Bus, Arithmetic 
Bookkeeping I 
Bus, Law 

(G) Typewriting I 
Bookkeeping I 
Office Practice I 

(II) Typewriting I 
Bus. Arithmetic 
Office Practice I 

(I) Shorthand 2 yr3. 
Transcription 
Office practice I 

(J) Bookkeeping I 
Office Fractice I 
Office Experience 


(K) Shorthand 2yrs, 
Transcription 
Office Exp. 

(L) Typewriting I 
Office Fractice 
Office Exp. 


NOTE: Students electing sequence (I), (J)i ° r (k) raust 
complete as an elective: Typewriting I. 




ONONDAGA VALLEY HIGH SCHOOL 
BUSINESS EDUCATION CURRICULUM 


I - VOCATIONAL SEQUENCES - 

ET ' S T ENQGR APHp - a minimum average English »rade of 7 <t 


9th grade 10th Grade 11th Grade 
Required _ Required Required— 

Bus, Arithmetic ~tj fing I 

Bookkeeping I Shorthand I 


Elective 

rint. - to Business 


Elective 
Business Law 


12th Grade 
Require? 
Shorthand II 
Transcription 

Elective 
Business’ Law 
Office Experience 


'JrNOTE - This course should be required of students who are 
enrolled as ninth graders in Onondaga Valley. 


THREE UNIT SEQUENCES 


(A) Intt to Business 

(D) 

Business Arithmetic 


Business Law 


(B) lilt, to Business 

(E) 

Typewriting 


Business Law 


(C) Int tf to Business 

(F) 


Business Arithmetic 
Bookkeeping I 


Business Arithmetic 
Typewriting 
Bookkeeping I 
Business Arithmetic 
Bookkeeping I 
Business Law 
Shorthand 2 yrs. 
Transcription 
Office Experience 


irNOTE - Students electing sequence (F) must complete as an 
Elective; Typewriting I. 




VOCATIONAL HIGH SCHOOL 
BUSINESS EDUCATION CURRICULUM 


1 " V0 °™ STENOGRAPHIC-A minimum average English grade of 

ltlLZT ei ° f 8113te, » 1 ° “i™ -*» «*&* 


vD 

I 

i- 1 

9-2 

10-1 

Required 

Required 

Required 

Bus .Arit'h, 1-1 

Elective 

Elective 

Elective 

■Int. to Business Int, to Business 


1-1 


10-2 

Required 

Bus« Arith, 1-2 

Typing 1-1 

Shorthand 1-1 
Elective 


11-1 
Required 
Typing 1-2 
Shorthand 1-2 


Elective 
Bookkeeping 1-1 


11-2 

Required 
Shorthand 2-1 
Transcription 

1-1 


12-1 

Required 
sEorthaud 2-2 
Transcription 
1-2 

Sec,Prac, 1-1 


12-2 

Required 
Sec, Prac, 1-2 


Elective 
Bus, Law 1-2 
Office Exp, 


Electi ve Elective 

Bookkeepingl-2 Bus, Law 1-1 
Office Exp, 


II - VOCATIONAL GENERAL CLERICAL 
9-1 9-2 

Required Required 


Elective Elective 

■»Tnt, to Business Int, tol3us« 1-2 

1-1 


10-1 10-2 
Required Required 
Bus.Arith.1-1 Bus, Arithmetic 
Bookkeeping1-1 Bookkeeping 1-2 
Typing 1-1 

Elective Elective 


1-2 


11-1 

Required 
Typing 1-2 
Office Prac. 


11-2 

Required 
Office Prac, 


12-1 12-2 
Required Required 

1-2 Office Prac,2-1 Ofice practice 2-2 


Elective Ele ctive Elective Elective 

Bus, Law 1-1 Bus, Law 1-2 
Off, Experience Off, Experience 




VOCATIONAL HIGH SCHOOL 
EUSINES3 EDUCATION CURRICULUM 


III - VOCATIONAL BOOKKEEPING 


9-1 

Required 


9-2 

Required 


10-1 10-2 
Required Required 

Bus.Arlth* 1-1 Bus. Arithmetic 1-, 
Bockkeepingl-1 Bookkeeping 1-2 


Elective 

ttlnt, to - :Buso 1-1 


Elective 
Int» to Bus,1-2 


11-1 

Required 
Bookkeeping 2-1 
Typing 1-1 


11-2 12-1 12-2 
Required Required Required 

Bookkeeping 2-2 OfiIce Prac. 1**1 Office Practice 1-i. 
Typing 1-2 


Elective 


Elective 


Ele ctive 
BusTTaw 1*»1 
Off, Experience 


Elective 

Business Law 1-2 
Off. Experience 


MOTE - This course required of students who are enrolled as 
ninth graders in Vocational High School. 


THREE UNIT SEQUENCES 

(A) int, to Business 
Bus. Arithmetic 
Business Law 

(B) Int, to Business 
Typewriting 
Business Law 

(C) Int, to Business 
Typewriting 
Office practice I 

(D) Int, to Business 
Bus, Arithmetic 
Bookkeeping I 

(E) Bus. Arithmetic 
Typing I 
Bookkeeping I 

(E)„ Bus, Arithmetic 
Bookkeeping I 
Business- -Law 


(G) Bus, Arithmetic 
Bookkeeping I 
Bookkeeping II 

(H) Typewriting 
Bookkeeping I 
Bookkeeping II 

(I) Typing I 
Bookkeeping I 
Office Practice I 

(j) Typing I 

Bus, Arithmetic 
Office practice I 

(K) Typing I 

Office Practice I 
Office practice II 

(L) 'Shorthand 2 yrs-* 
Transcription 
Sec,- Practice 


CM) Shorthand 2 yrs. 
Transcription 
Office Practice I 

(N) Bookkeeping I 
Bookkeeping II 
Office Experience 

(O) Bookkeeping I 
Office practice I 
Office Experience 

(P) Shorthand 2 yrs, 
Transcription 
Office Experience 

(Q) -Typing I 

Office Practice I 
Office Exporlance 


MOTE -“"Students electing sequence 
a major must complete as an 


(L). (M), (0), or (P)-aa 
sleetI to"! -Typewriting. I, 




BUSDTE3S EDUCATION DEPARTMENT 
SYRACUSE PUBLIC SCHOOLS 


three-unit sequences 

THE FOLLOWING SEQUENCES ARE THE ONLY ONES THAT MAY BE 
USED FOR CREDIT PURPOSES IN MEETING THE REQUIREMENTS FOR A 3- 
UNIT BUSINESS SEQUENCE TOWARDS A HIGH SCHOOL DIPLOMA IN THE 
SYRACUSE PUBLIC SCHOOLS* THESE SEQUENCES ALSO MEET THE REQUIRE¬ 
MENTS FOR THE STATE REGENTS HIGH SCHOOL DIPLOMA UNDER GROUP II 


WITH THE EXCEPTION OF THOSE MARKEjj WITH AN ASTERISK. 


(1) Int# to Business 
Business Arithmetic 
Business Law 


{Q) Typewriting 
Bookkeeping I 
Office Practice I 


(2) Int. to Business 
Typewriting 
Business Law 


*(9) Typewriting 

Business Arithmetic 
Office Practice I 


(3) Int. to Business 
Typewriting I 
Office Practice I 

Business Arithmetic 
Typewriting 
Bookkeeping I 

(5) Business Arithmetic 
Bookkeeping I 
Business Law 

(6) Business Arithmetic 
Bookkeeping I 
Bookkeeping II 

( 7 ) 

Typewriting 
Bookkeeping I 
Bookkeeping II 


(10) Typewriting 
Office Practice I 
Office Practice II 

(11) Shorthand I 
Shorthand II 
Transcription 
Secretarial Practice 

#(12) Shorthand I 
Shorthand II 
Transcription 
Office Practice I 

(13) Introduction to Business 
Business Arithmetic 
Bookkeeping 

(lij.) Retailing I 

Business Arithmetic 
Bookkeeping I 


ttNOTE - Pupils selecting sequence (10) or (11) as a major 
must complete as an elective; Typewriting I, 




ME HIT WORK RXfERIEM Sffii,mro 

(15) Retailing I 

Bookkeeping I 

Store Experience 

(19) Bookkeeping I 
Bookkeeping II 

Office Experience 

(16) Retailing I 

Retailing II 

Store Experience 

( 20 ) Bookkeeping I 

Office Practice I 

Office Experience 

(1?) Retailing I 

Business Arithmetic 
Store Experience 

(21) Shorthand 2 years 
Transcription 

Office Experience 

(10) Retailing I 

Business Law 

Store Experience 

(22) Typewriting I 

Office Experience 

Office Practice I 

* I up ; is se } e 5 tin S S 9TO (17) or ( 18 ) as a major 
must complete as an electives Typewriting I, 



